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sumnary of how word processing equipment 1s

used in the Agency.

Your interests would

probably be best served by having the various

types of equipment demonstrated to you. ('d

be glad to arrange that if you'd like to .
supplement the demonstrations you've already
had from the commercial companies.

STAT

iy
’

Foi

\d“
575 101 eoirions

USE BREVIOUS

Deputy hExecutlve Secretary

Date 11 November 1977

eyt :

Y.

v enmga pee
AR

Approved For Release 2004/03/11 : CIA-RDP80M00165A002200120031-4

P



Approved For Télease 2004/03/11 : CIA-RDP80M001654002200120031-4

WORD PROCESS ING

Word processing equipment is used insthe preparation of reposts,
correspondence and other cocuments which require extensive editimg an
retyping as a normal part of the approval mechanism. GSome oftice:. use
word procéssors for the preparaticn of letters which must be sent out
as ori%jnals to multiple addressees. Several offices forward a dupliicg:c
set of magnetic cards along with their reports to a central cifice whes:
appropriate paragraphs, scntences, or data are extracted to prodwe a
variety of reports for several levels of management, theveby elim natii:
unnecessary retyping. Ouar publications group makes heavy use of word
processing equipment to intiate drafts, make revisions, edit and prepis
the final copy. Some equipment has the capability of commumicating wits
the computer and is used as a data entry terminal as well as a wo-d
processor. Similarly, oflices that prepare copy for publication use
special typing clcment on their word processors which permits ele troin:
~ecading by an optical character reader (PCR) and thus provides inerficc
between word,procegsing and printing cquipment. Preparation of s andw
contracts has been expedited by storing standard paragraphs magne-icauiy,
calling them up as appropriate and only typing in the variable intormr 1o
Offices have gencrally found additional uses once the equipiicnt 15 In
stalled such as typing routine routing slips, or standard poriodi-
reminders.

Components have reported dramatic reductions in overtime or in bu k-
logs of work following installation of word processing equipment, whil.
others arc better able to meet critical deadlines and improve on the

quality of finished work.
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Most of the word processors are used as single (stoad-aione) unis:.
or in small groups, to serve specific needs of the users rather tian v
large centers. We do heve sowe centers, ﬁrimarlly in of fices deaiing
with a heavy workload of publication material. HHowever, theue are no-
called "word processing centers' - - a main recason being the desire to
avoid the connotation of ''typing pool." Somz thrae years sgo a ' ‘wornd
procesging center' was set up in a large component. It met with o
measurc of success, but over a period of time experienced difficu tie:
in arranging for corrections hecause the users were lacated on severa”
floors, in keeping operators in the center, and in commmnicating hetwie:
users and the center. For these reasons, the managers of the cemter
recently decided to decentralize the activity by retaining only a sma:}
cluster of keyboards to serve 3 offices and dispersing other keybrards
to bring word processing capability closer to the units which init iate
requirements.

The equipment in usc is representative of what is available in tta
marketplace, and igcludes magnetic card, tape, cassette, and Jdisc
equipment. Visual display text editors (cathode ray tube) were introdw
into the Agency some thrce years ago. Some of the equipment is reatec,
some is purchased. Rental provides an opportunity to evaluate the equin
ment in the office environment and also allows flexibility to upgrade
to more advanced technology when that becomes available and desirahle o
use. In order to cnsure maximum utilization of the equipment, sharina

by scveral operators or with other offices is encouraged.
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